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Chapter 1:

Accessing Provider Data Management to View
Salary Reserve Data

Introduction

This section of the Provider Data Management (PDM) Service is for the
implementation of a data collection web-based application which will collect
payroll data from providers and will facilitate the distribution of
approximately $23M to Purchase of Service contractors who provide human
and social services to Commonwealth clients.

The Salary Reserve web application provides Purchase of Service (POS)
providers and EOHHS agency staff with access to real-time data over the
internet. The Salary Reserve web application will be the system of record for
all of the Salary Reserve data content. This application will be made available
whenever Salary Reserve is part of the Budget.

You can access PDM to

o Vview
e update
e manage

Salary Reserve FY 2008 data.

Accessing
PDM through
the Virtual
Gateway

To access PDM:
1. Open a web browser.
2. Type Web address www.mass.gov/eohhs in browser.

Health and Human Services portal page appears.
3. Click the Virtual Gateway Business Services link.

The Official Website of the Office of Health and Human Senices (EOHHS)

7
Health and Human Services ﬁ‘ 2 ,,11 _ll-

=) Mass.
Mass.GovHome  State Agencies  State Online Services -
For For For For
Consumers Providers Researchers Government
SECRETARY ONLINE SERVICES SEARCH
JUDYANN BIGBY,
MD + Service Catalog + Screening and Referral | |
Dr. JudyAnn . gﬂacg}ateway Business | » Community Resources |Health & Human Senvic |
- - o 3 Search
Welcomes You * Community Profiles
to EOHHS
More. ..
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The Virtual Gateway Login page appears.

Note: Security requires that each person have a username and

password.

4. Enter your Username and Password in the Login box, and then click the
Submit button.

Virtual Gateway Mass.fgf-mj/,_’;i_.;

September 14, 2007 m CONSUMERS |PROVIDERS |RESEARCHERS [COVERNMENT [ |

Welcome Virtual Gateway User

Username |

Password |
(case-sensitive)

Submit | _

Forgot password?

Virtual Gateway Customer Service
Monday through Friday, 8:30 am to 5 pm

800-421-0938 (Voice)
617-988-3301 (TTY for the deaf and hard of hearing)

The Virtual Gateway Business Services page appears.

Welcome

= ]
Catalog of Semvices
Common Intake Form

Enterprise Budageting System (EBS)

Enterprise Invoice
Management/Enterprise Service
Management (EIMESM

Enterprise Reporting
View Purchase of Service Provider
Data

Account Management

Password Management
Log Out

Once logged in, you have access to the Virtual Gateway services. To access
PDM, click the View Purchase of Service Provider Data link.

Page 2 Salary Reserve FY 2008 Reference Guide September 17, 2007
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| Yt Caloty
Viewing the The Provider Business Functions page appears.
Provider

Access the Salary Reserve Data Summary page by clicking the Salary

Business Reserve link from the Business Functions page

Functions Page

Provider Dats Management Test Or ga hization
= Links to Related Informstion Provider Business Functions
m Exit

- n View Information Summary n Upilate Provider Information

Help Desk and Training m  Zeneral Information Detail m  Zeneral Information
u User Manual m EOHHS Services Taxonomy m Services Available for Purchasze
u FA0s m Provider Cortract Summary m Required Forms and Documerts
» PDOM How-to-Demas m Provider Gualification
n Job Ajds m Financial Messures n {(ther Business Services
- = Required Forms and Documerts 0

Phone Mumber Link= to Related Information
1-800-421-0938 = Salary Reserve h

View Information Summary: Summary information about a single Purchase of
Senice (POS) Provider that can be viewed on a single page with the option to link
to maore in depth information such as general contact infarmation, provider
addresses, services provided to the Commonwealth and required documents on file
with provider data management

Update Provider Information: Update general information, reguirement
docurnents and forms and other data about the services you can provide to the
Commaonwealth.

Links to Related Information: Select frarm a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures.

The Salary Reserve Data Summary page appears.

Test Organization Salary Reserve Data Summary
To enter Zalany Reserve Data select the coresponding Update iink.
Contact Information Update

Salary Reserve Contact:
123 Common Awe

Boston MA 12345 USA Fhaone:
(1231-123-1234 Title:
hitt g ffweeee testorg. corm E-rnail: M

TIM £ FEIM: 0O0O00000
YWendor Customer Code: MAA

Salary Reserve Wage Detail Update
UFR Title No. of FTEs Total Annual Wages Average Salary
Pragram Director 20 $1.23400 ¥617.00
Dietician/Mutritionist 20 $123.00 $61.50
Teacher 20 $125.25 $62.62
Assistant Program Director 20 $23.245.00 11 622,50
Contract Detail Update
[T f

e Annual R Adjusted

1] Contract No Dept Activity ETES Salaries Program Salaries

Code |<=$40K FTEs <=$40K Purchased <=$40K

by Dept.

September 14, 2007 Salary Reserve FY 2008 Reference Guide Page 3
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Accessing the
Salary Reserve

You will only be able to view, manage and update data that pertains to your
organization.

E:;z Summary The following information is viewable from this page:
e Contact Information
e Salary Reserve Wage Detail
e Contract Detail
Test Organization Salary Reserve Data Summary
To enter Salany Reserve Data select the corresponding Update link.
Contact Information Update
Salary Reserve Contact:
123 Common Awe
Boston MA 12345 USA FPhone:
(123)-123-1234 Title:
hitp: fAwneer testorg. com E-mail: MAA
TiK £ FEIM: 000000000
“Wendor Customer Code: NAA
Salary Reserve Wage Detail Update
UFR Title No. of FTEs Total Annual Wages Average Salary
Frogram Director 20 $1.234.00 $617.00
Dietician/Mutntionist 20 $123.00 $61.50
Teacher 20 $125.25 $62.62
Assistant Program Director 210 $23.245.00 11 622,50
Contract Detail Update
LT f
S Annual R Adjusted
1D Contract No Dept Activity ETES Salaries Program Salaries
Code |==$40K FTEs <=$40K Purchased <=$40K
by Dept.
|mp0rtant Once all data is entered click submit to confirm. The deadline for submitting your FY2008 Salary
Note Reserve Data is Thursday, October 4, 2007 at 5:00 PM. For more information please refer to the
Salary Reserve Web page: hitp feneny mass gov'salaryresense
Page 4 Salary Reserve FY 2008 Reference Guide September 17, 2007
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Chapter 2: Managing Salary Reserve Data

Introduction You can manage or update the following:

e Salary Reserve Contact Information

e Salary Reserve Contract Data

e Wage Data

Accessing the To access the Update Salary Reserve Contact page, click the
Salary Reserve  Update link from the Salary Reserve Data Summary page.

Contact Page

Provider Data Mansgement

= Links to Related Information

Mass.Gov Home

State Agencies » State Online Services

Business Functions = Salary Reserve

= Bt Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salany Reserve Data sefect the corresponding Update link.
Contact Information Update
Zalary Reserve Data
» Update Cortact Salary Reserve Contact:
» Manage YWane Data 123 Commaon Ave
= Manage Cortracts Bostaon MA 12345 USA Phane:
(123)-123-1234 Title:
Help Desk and Training hittp: A testorg. corm E-mail: MA
w User Manusl TIN ¢ FEIM: 000000000
S Wendor Customer Code: MAA
® Fins
= EOM Hows-to-Demas Salary Reserve Wage Detail Update
u Job Aids
= Phone Mumber UFR Title No. of FTEs Total Annual Wages Average Salary
1-500-421-0938
Contract Detail Update
% of
e Annual o0 Adjusted
1D ContractNo | Dept A(t::“;l:l'::y <E§OSK Salaries PFl.Ir[':::JIr"lnSI:(l Salaries
FTEs <=$40K : <=$10K
by Dept.
September 14, 2007 Salary Reserve FY 2008 Reference Guide Page 5
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Updating The Update Salary Reserve Contact page appears.
Salary Reserve = Ed Test Organization Update Salary Reserve Contact
Contact Salary Reserve Updates Contact Information
information Selary Reserve Data 123 Common Ave PDM Contact:
Boston kA 12345 USA ary Jones
= Lpdate Cortact ¥
= banae Vyans Data |(11tt23)f-f123-1t2341 _Il:_'_?lnne {5171 555-3333
P i TE STOMY. COIM Ite:
" Manage Cortracts TIMAFEIN: 000000000 mary jones@testarganization. corm
Help Desk and Training Wendor Customer Code: M4
= User Marual Update Contact Infermation
m FAQs
= PO How-to-Demos Salary Reserve Contact
m Job Aids
= P Mumber Is Salary Reserve Contact the same as POM contact? Yes [

1-600-421-0933

First: = IAnn MII Last *ISmith

Title: ™ |CDmrac1 Manager

Phaone Number * | 517) BEE-2020 (FHHE) THEESHHHT S

E-Mail: * Iﬁsmith@testmrgﬁniza{inn org

[ Save |

Tip: If you answer Yes to ““Is Salary Reserve Contact the same as
PDM contact?”” the required fields below are disabled. Then, click

| Save
You are returned to the Salary Reserve Contract Data Summary
page with the updated contact information displayed.
Tip: Asterisk denotes required fields.
To update Salary Reserve Contact information:
1. Enter first and last name.
2. Enter title.
3. Enter phone number.
(Tip: space for extension up to 5 digits).
4. Enter e-mail address.

5. Click]

Page 6 Salary Reserve FY 2008 Reference Guide September 17, 2007
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Updating You are returned to the Salary Reserve Contract Data Summary
Salary Reserve  page with the newly entered contact information displayed.

ContaCt Mass Goy Hame State Agencies State Online Services
I f . Pravider Data Managemert Business Functions = Salary Reserve
n Ormatlon = Links to Relsted Information
(Contlnued) - B Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Resene Data select the corasponding Update ink.
Contact Informatioen Update
Salary Reserve Data
= Update Cortact Salary Reserve Contact:
» Manee Wane Data 123 Comrmon Ave Ann Smith
. Boston A 12345 LSA Fhone: {8171 855-2020
Haneds Contracis (231731232 Tile: Cantracihanager
Help Desk and Training http e testorg. com asmithi@iestorganization.org

TIM # FEIN: 000000000
Wendor Customer Code: NAA

m Lzer Manual
m FAQs

Accessing the To access the Manage FY08 Salary Reserve Contracts page, click
Salary Reserve  the Update link from the Salary Reserve Data Summary page.

Contract Data Mass.Gov Home State Agencies State online Services
P Provider Data Maragement Business Functions = Salary Resere
a'ge m Links to Related Infarmation
w Ed Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Resene Data selact the coresponding Update fink
Contact Informatien Update
Salary Reserve Data : :
w Updste Cortact Salary Reserve Contact:
123 Common Ave Ann Smith

= hanage Wage Data

u Manae Cortracts Eston hiA 12345 USA Fhane: (517) 5552020
(123)-123-1234 Title: Contracthanager
Help Desk and Training hittp: i testorg. com asmithi@iestorganization.org
u User Manugl TIM / FEIN: 000000000
P “Wendor Customer Code: NAA
» Fos
= PDM How-to-Demos. Salary Reserve Wage Detail Update
= Job Aids
= Phone Mumber UFR Title No. of FTEs Tetal Annual Wages Average Salary
1-800-421-0938
Contract Detail | ;U date
% of
. Annual » o Adjusted
1] Contract No | Dept Ag:::y <£;§§K Salaries PT::(IJ][:;:(I Salaries
FTEs <=$d0K|" L0 <=$40K
by Dept.
September 14, 2007 Salary Reserve FY 2008 Reference Guide Page 7
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Managing FY08 The Manage FYO08 Salary Reserve Contracts page appears.
Salary Reserve ——
Contracts Test Organization Manage FY08 Salary Reserve Contracts

To add eligible contracts for the FY08 Salany Resenve, fill out the form below. Once you
have entered a contract, click on ADD & SAVE. If youw would like to view or edit any of the
contracls already entered, chclk on the contract ink in the Contract Summary box.

Flease note. The "Annual Salanes for FTE" data entered for each contract should only be
for the length of the contract in this fiscal year. For example: If 2 contract ends on
Oclober 31, 2007 then the data entered showld only be 4 months worth. If the contract
ends on June 30, 2008 or later then the data entered shouwld be for the entire year.

Add Contract

Contract NumbErlﬁ . ’—_,
@0 digits)* Select One Agency:” |SelectOne =
Or enter Contract Number below
| Activity Code:™
Accounting Line:
% of
Number Annual Program
Salary Category of F'TES Salaries for ETE * Purchased
by State
Agency *
Less than or equal to $40,000 I

Contract Summary

Annual % of
Activity| FTEs | Salaries | Program
Code |[«=$40K FTEs |[Purchased

<=$40K | by Dept.

1D Contract Number Dept

Back to Salary Reserve Data Summary

Tip: Asterisk denotes required fields. Do not use the dollar sign or
commas.

To add a contract to manage FY08 Salary Reserve Contract data:

1. Select a contract from the drop down box or enter (up to 20
digits) contract number in appropriate field.

2. Enter required field information.

3. Click .

Tip: To add another contract enter data and then click [Add & Save].

Page 8 Salary Reserve FY 2008 Reference Guide September 17, 2007
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Managing FY08 The page reappears with the newly entered contract displayed.

Salary Reserve
Contracts
(continued)

Updating Salary
Reserve
Contract Data

Contract Summary

Annual % of
Activity| FTEs | Salaries | Program
D Contract Numbes Dept Code |<=$40K FTEs Purchased
<=%40K | by Dept.
146 523454235345 EHS| 33 33.03[ $12345.00 25%

Back to Salary Reserve Data Surnmary

The unique ID number for each line item corresponds to the contract

number, appropriation, and activity code.

To return to the Salary Reserve Data Summary page, click the Back

to Salary Reserve Data Summary link.

To update contract data:

1. Click the contract number link on the Manage FY08
Reserve Contracts page.

The Update Salary Reserve Contract page appears.

Salary

Test Organization Update Salary Reserve Contract

To update the Information, malke any necessany changes and ciick UFDATE. If you wowld
like to delste this contract entirely, chick DELETE.

Flease note: The "Annual Salaries for FTE" data entered for each contract showld only be
for the length of the contract in this fiscal vear. For example: If a contract ends on October
31, 2007 then the data entered showld only be 4 months worth of total salares. If the
contract ends on June 30, 2008 or later, then the data entered showld be the total salaries
for the entire fiscal year.

Update Contract
Contract Number i lﬁ
20 digits):* |523454235345 Agency:™ |EHS

Activity Code:™ |33
Accounting Line: |44

% of Program
Purchased by
State Agency *

Number Annual

S ST of FTEs*|  Salaries for FTE *

Less than or equal to $40,000  [33.03 [12345.0 [e5

2. Enter changes and then click I:I

Caution: If you click |the contract record will

be deleted.

You are returned to the Manage FY08 Salary Reserve Contracts

page with the updated data displayed.

September 14, 2007

Salary Reserve FY 2008 Reference Guide
Managing Salary Reserve Data
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Manage Salary  To access the Manage Salary Reserve Wage Data page, click the
Reserve Wage Update link from the Salary Reserve Data Summary page.

Data The Manage Salary Reserve Wage Data page appears.
Test Organization Manage Salary Reserve Wage Data
Flease complete the information below for ALL of the employees in yowr organization that 1) fall
i any of the UFR Title categories listed below; and 2) make less than 340,000 a year.
Oince you have entered data for a specific title, click on ADD & SAVE. If you would iife to wiew
or edit any of the titles already entered, click on the e link under the UFR TITLE column,
Flease Mote: The data collected in this section s used for reporting purposes only. It is not used
to calcwlate your Salany Resene allocations.
Add Wage Data
e+ Number of Total Annual
UFR Title FTEs™ Wages™
Select One jl |
. Number of Total Annual Average
LA i FTEs Wages Salary
Program Director 20 $1.234.00 $E17.00
Dietician/Mutritionist 20 $123.00 $61.50
Teacher 20 $125.25 $B2.62
Assistant Prograr Director 20 $23.245.00 $11 622,50
Back to Salary Reserve Data Sumrmary
Tip: Asterisk denotes required fields.
To enter wage data:
1. Select UFR title from drop down box.
2. Enter number of FTEs.
3. Enter total annual wages.
4. Click .
The page reappears with the newly entered data displayed.
Tip: To add another wage, click :
To return to the Salary Reserve Data Summary page, click the Back
to Salary Reserve Data Summary link.
Page 10 Salary Reserve FY 2008 Reference Guide September 17, 2007

Managing Salary Reserve Data



Commonwealth of Massachusetts
Executive Office of Health and Human Services Virtual Gateway

Updating To update a salary wage data you have previously entered, click the
Salary Wage UER Title link.
Data UER Title Number of Total Annual Average
FTEs Wages Salary
Prograrn Director 20 $1,234.00 $617.00
DieticianMutritionist 20 $123.00 $51.50
Teacher 20 12525 $52.62
Assistant Program Director 20 $23,245.00 511 52250
The Update Wage Data page appears.
Test Organization Update Wage Data

To update the information, make any necessany changes and click UPDATE. If ywouw would Jike to
delete this tithe entirely, click DELETE.

Update Wage Data

Number of

UFR Title FTEs *

Total Annual Wages ™

Program Directar j|2.IJ |1234.EI

| | |
Update Wage data, and then click I:I

Caution: If you click |the contract record will be deleted.

You are returned to the Update Salary Reserve Wage Data page with
newly entered data displayed.

September 14, 2007 Salary Reserve FY 2008 Reference Guide Page 11
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Chapter 3: Confirming FY 2008 Salary Reserve Data

Introduction

Submitting
Salary Reserve
Data

After the Salary Reserve data for FY 2008 has been entered for your
organization, you will need to complete the submittal and confirmation
process.

Once all FY 2008 Salary Reserve Data has been entered and reviewed,
click

Test Organization Salary Reserve Data Summary
To enter Salans Resene Data select the correspanding Update link.
Contact Information Update
Salary Reserve Contact:
950 CAMBRIDGE STREET Joe Doe
CAMBRIDGE hA 02141 LISA, Phone: (B17) 7E2-4445
Title: Title

Joe. Doe@infen. corm
TIM £ FEIN: 042632219
Yendor Customer Code: %CBO00164521

Salary Reserve Wage Detail Update
UFR Title No. of FTEs Total Annual Wages Average Salary
Prograrm Directar 20 §1,234.00 $617.00
Dietician/Mutritionist 20 $123.00 $51.50
Teacher 20 $125.25 $62.62
Asgsistant Program Director 20 $23.245.00 11 622,50
Contract Detail Update
% of

- Annual N 0_ Adjusted

[1] Contract No Dept Aé:::y {EIEOSK Salaries PI::::(IJII-;::(I Salaries

FTEs <=340K I ‘ <=$40K

hy Dept.

146 B23454235345 EHS 33 3303 $12,345.00 25% $3,086.25

Once all data is entered click subrmit to confirm. The deadline far submitting your FY2003 Salary
Reserve Data is Thursday, October 4, 2007 at 5:00 PM. For more infarmation please refer to the
Salary Reserve WWeb page: http: e mass. gow'salaryresene

September 14, 2007
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Confirming The Final Confirmation page appears.

Salary Reserve
Data Test Organization Final Confirmation

Thank you for submitting your data for FY 2008 Salary Reserve.

[T By clicking the Final Confirmation check box you are confirming
the data you entered is complete and accurate. After you click this
check box, you will no langer be able to edit and resubrmit data.

By clicking COMFIRM, you are certifying under the pains and penalties

of perjury that the information reported is accurate and complete to the

best of your knowledge. This information will be used to determine the
funds that will be allocated to your arganization.

[

To confirm Final Confirmation click the check box to confirm data
entered is complete and accurate and then click :l :

Once data has been confirmed, an email notification will be sent to the
Salary Reserve Administrator.

The Salary Reserve Final Confirmation page appears.

1. Click = to print a copy of the Salary Reserve Final Confirmation
printer friendly version for your records.
The printer friendly version of the Salary Reserve Final Confirmation
page appears.
2. View printer friendly version.

Click the Salary Reserve Updates link from the navigation bar, to view the
latest information about Salary Reserve.

Viewing

Purchase of
Service (POS) Provider Data Management
Salary Reserve

= Links to Related Information
= Exit

Page Salary Reserve Updates

The Purchase of Service (POS) Salary Reserve page appears.

Page 14 Salary Reserve FY 2008 Reference Guide September 17, 2007
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Chapter 4: Glossary

The following table lists the data elements and their definitions for the

Introduction . o
Salary Reserve Data Collection Application.

Tip: Asterisk denotes required field.

Data Element

Definition

Contractor name

Agency name as used in articles of incorporation or
organization.

*Contact person

The name of the person who can answer Salary
Reserve guestions about the survey, should any arise.

*Telephone The contractor’s telephone number, including area
code and extension, if any.

FEIN 9 digit federal employer identification number
(FEIN).

*FY 2007 20 digit MMARS contract identification number.

contract number

*Dept. 3 letter identifier of the department with whom
contractor has a contract.

*Full-time The number of eligible employees (full and part time)

equivalents in terms of full time equivalents (FTESs) earning less

earning less than | than $40,000 that work in the program.

$40,000 in

program

*Annual salaries
of employees
earning less than
$40,000 in
program

The annual salaries of eligible employees earning less
than $40,000 for the portion of their time attributable
to a program.

*Percentage of

This is the percentage of the program that is

September 14, 2007
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Data Element

Definition

program
purchased by
department

purchased by the department.

Annual salaries
less than $40,000
attributable to this
contract and

No entry (see note below).

This column is calculated by a built-in formula that

program multiplies percentage of program purchased by
eligible salaries of <$40,000.
*MMARS Enter the MMARS activity code associated with the

activity code

listed program.

Accounting Line
Number
(optional)

Enter the accounting line number associated with the
listed program.

Page 16
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